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T | ,, 7 Heveh 1960

ROTES RE QUILINE PLAN FOR PURGING RECORDB/

References: A, | 25X1

B, Disposition Guide for Awdiliary Paper Holdings,
approved 17 Felwrmary 1960

(%o insure common understanding of action required, each Divieien/Staff
prepare a hrief outline plen spseifying the particular necessary stepe
and sequence, Include the following point-a:?a

1., Zdeatify Eseh File

Each file in the brench/desk collection is reviewed to identify ass

25X1 . a, Offjelal C3 Piles - | Officlal CS files should b
purged as providsd int
25X1 (1)
25X1 (2)) | Destruction of Worthless CS Record Dociments,
: and

(3) Chsck Tist for Purging Files, Tab #1,

scord) Penor Holdings, Such files ave defined
on page L ol 1 HKeposition Guide tor Awciliary Paper Holdings,
(Refsrence B) ch alego identifies ths main categories or fils
series and generel disposition guidance, Divisions/Staffs are
encouraged, but not required, to mark such folders with distine-

A \ﬁ,&“ a};(tivn colored scotch tape,

¢ yi¥s, Brench or Desk Files (mixad), _Cortain  branches o docks havo.
L& established their own file system which does not fit &, or b
pd/ _abow. 1In such cases, folders, notabooks oF cards of non-record
4 3 o Ww interfiled with information pertinent to the
“}}ﬂ !r\ﬁ@% mission, A8 a genersl rule, such files must be identified and
M) 1, v segregated as aither an official CS file (a, above) to be inte-
s grated into the C3 eystem or as an Awdliary (non-record) Peper
Ap- JLQN Holding (b, above), This may involve opening a new file, raclag-
' \\( sification, purging snd melding snd/or cut-off with chenge~over
date, The detailed action required in sach case st be worked
owb betwesn the desk oconcernad and RID] -~ Sep Tab #1, Part B, 25X1
(For those divisions holding substantial amounts of mixed files,
25X1 a mesting betwesn RID/ |and those concerned in the branches may

ba helpful in resolving the prohlem, DDP/RMO will arvange for
guch mostings on request of the division/staff RMO concerned.)

A
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Other Peints

st branchss,
outlined in para, 1 above are common to mo
e soeine o e ek o somel PR o socs o P
. Youxr plan may involve a
?mﬁﬁ;‘;:es, ghe gllocation of a iﬁenmdtif;m::noﬁf hoegrr:a pi;r m];iflzal .
ning out our racords ca
;z;aifghﬂ;e time assignment or a:w other appropriate action, Ye go:nd
have all the t needed to get on with the taslk
Te is no substitute 1o work at this stage, FPurging fileho
holdings requires responsible action by an intelligenca offic?;d W
can make valus juigments on the page::a mvolmdtaiﬁ wI:lrong i dﬁfmﬁ_
complish this despite other cla on our »
2:1?\:\1!: rewarding taslk, the necessiiy of which is becoming increas-
ingly clear within the c3,

Tab 1

wle
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7 March 1960
TAB #1

Chosk List for Purging Files

A, OFFICIAL C3 FILES

1.

2,

Offioial €S f£iles hold by branches or dosks tend to accumulate
soms duplicate, obsolete, marginal or useless papers, Such
papers should be extracted and destroyed by the holding braneh/
desk, Execution of Form 1456 is not required for destruction of
the documents listed below sincs these ars not CS racoxd coples.

8o

b,

.°°

8,

Cover sheets, routing slips and abstract file slips
which do mot contain pertinent notations, '

Drafts and othar mrkihg papers superseded by finished
material in the folder, -

Extra copiles, including ecopyflo reprbdncbims, of dis~
patches, memoranda, reports and other documents which do
not contribute materially to the subject of the folder,

Copies of forms and form letters that have owtlived their
ussfulness.

(When Form 362, Wame Check, Document Service and Pare
tial Consolidation Request, ia found in the folder
together with copyflo reproducsd index cards, both
sﬁa be removed from the folder and forwarded to RID
for purging or correction of the Main Index,)

NoneCS publications availablé from OCR.

{Normally, such publications may be destroyed without
further action; howsver, where such moterial contri-
tutea to 7S knowledge on the subject, a Documsnt Trans=-
fer and Cross-Reforence Sheet, Form 867, should be in-
gerted as replacement for the destroyed materisl, In
rares cases, where such material is essential to CS knowle
edge on the subject, it may be retained in the folder.)

In addition to the abovs, ses the Disposition Guide for Awxiliary
Paper Holdings, approved 17 Felwuary 1960, for further identifl-
cation and guidance as to documsnts that should be deatroyed,
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B, MIXED FILES -- Assistancs Ly RID/ |

3.

In casss where branchas or daska have accumdlated files of
non-racord papers mixed or interfiled with infommation per-
tinent to the C5 miseion (foldsrs, notebooks or cards huve
not boen asgsigned official C3 f£ile cods numbors) action is
required to identify such filos as either offici files
or a3 non-record (suxiliary) psper holdings. RID can
assist in the following mannor: ' : ‘

8, The classification and reclassification of docwwnis
after desks have determined such action is or mey be
warranted, e.g., assigning a flle classification to
KAPOK and RYBAT documents which were not previously
procassed by RID/ | roclassifying documents removed
from files mavited for destructlon, ate,

b, The assignmont of £ile numbers to collections of docu-
neata not previcusly eclaseified into the hsadquarters
file system but pertinent to the CS mission, .

¢, In conzultation with the degk concerned close, open and
amend files through exacution of Form 812,

d, The review of documents for indexing or deeindexing in
aceordence with current criteris, '

'@, The assignment of document symbols and file classifica~

tions to memorands and nen~Agsency docunents not pravioualy
procesged by RID/ |

Qe
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